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MCtime Quick Reference Guide

Getting Started

Use of MCtime

Purpose

It is important that your employees are compensated accurately. To make this happen, you need to manage employees
worked and non-worked hours and schedules, in an efficient and timely manner. MCtime supports your ability to perform
these tasks so that the data sent to payroll is accurate.

MCtime provides the following benefits to Montgomery County Department of Liquor Control (DLC):

Provide system-wide accountability in time and labor management

Assist with standardization and accuracy of payroll process

Provide supervisors and payroll coordinators with effective tools to manage labor
Eliminate manual processes ensuring cost reduction and better overtime management
Allow consistent enforcement of business processes and policies

© 2018, Kronos Incorporated or a related company. All rights reserved. 1
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Logging On

Purpose
MCtime will be accessed as it has in the past, from the accessMCG ePortal.

Example

You, as the supervisor, log on to the MCtime application at least once a day to review and work with your employees’
timecards and scheduling data.

1 Access the accessMCG logon page.

2 Enter your user name and password in their designated fields.

3 Click the Log On button or press the Enter key on the keyboard.
Note

It is important to have the correct version of JAVA on your desktop. If you receive a JAVA
related error, contact the IT Help Desk (240-777-2828) so that they can install the proper DTS
created JAVA package.

© 2018, Kronos Incorporated or a related company. All rights reserved. 2
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Logging Off

Purpose
The application provides security to prevent other people from accessing your information. It also helps keep your
employees’ information confidential.

Regaining Access after the Inactivity Timeout

The inactivity timeout protects sensitive information in the application. If the application does not detect activity within 30
minutes, it automatically logs you off. To regain access to the application, you must enter your password in the inactivity
timeout screen. When you regain access, the application restores the last page you were viewing.

3 http:/,/158.228.101.200 - Log C _(O x|

Your session is about to time out.
Pleasze verify your password. cfryman

|@ Dane |_|_|_|_|_|Q Internet 5

@ Business practice
The inactivity timeout screen appears if there is no activity for 30 minutes.

@ Caution
For security reasons, you should always log off when not actively working in the system.

© 2018, Kronos Incorporated or a related company. All rights reserved. 3
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Logging off MCtime

Upon completion of your tasks, you must log off the application to ensure that your employees’ information remains
confidential. Always use the Log Off link.

Log O | ©hange Password | Selup | Help

@ Caution
Clicking the Close (X) button without first logging off can leave your connection to the
application open, which might allow unauthorized people to view and edit information.

© 2018, Kronos Incorporated or a related company. All rights reserved. 4
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Navigating MCtime Pages

Purpose

The page that appears after you log on is made up of two main areas, the banner and the workspace. The banner is
provided for navigation purposes, allowing you to go to different pages in MCtime. The workspace shows the selected
page. The default workspace page is the Pay Period Close genie.

A genie is a pre-defined view that summarizes and organizes information according to common tasks you perform on a
regular basis. Different genies are used to review different information in MCtime.

The key areas of MCtime Pages
Banner

KRONOS'

GEMERAL ~ MY GENIES® ~ SCHEDULING ~ MY INFORMATION ~ MY LINKS ~
Timecare d | Schedule | People | Reports

PAY PERIOD CLOSE

Last Refreshed: 7:227PM

Show

Time Period |Previous P Ml Refesh._|

Actions ¥ Approvals ¥

Yo Total Total

- - Hours

Exaioys6 Nims Enp D Manager Neme iy e toward
Seas P Hours Hours Scheduls

ODept

ADETONA, BOLA RN

N 0.
CAL EX RN F 80c 800
RODRIGUEZ, OSCAR A RN F \wL 750

Workspace
INCES] Description
Banner Located at the top of each timekeeping page, the banner contains tabbed menus with links to the features

you need to perform your tasks.

Workspace Located under the banner, the workspace contains:

e Quick links bar with quick access to other areas of the application. You select the employees you want
to review and use the quick links to access their information.

e Page header that includes:
e Show field where you can select a specific set of employees.

o Time Period field where you select the timeframe for which you want to view schedules and
timecard data.

e Work area contains detailed information about the employees in the selected time period, as well as
the Action bar, which contains selections for modifying data.

© 2018, Kronos Incorporated or a related company. All rights reserved. 5



MCtime Quick Reference Guide

Tip
Above the banner are Microsoft navigation tools. MCtime provides the tools and icons that you

use while in the application; therefore, you should stay below the banner as much as possible
when navigating.

Showing and Hiding the Banner

1 Click the Hide button to hide the banner
and view more of the page.

Loag O | Change Password | Selup | Help

2 Click the Show button to display the
banner again.

Using the Tools within the Banner

You can navigate to any MCtime page using banner tabs. When you click on a banner tab it turns light blue and displays a
drop-down list. As you move your cursor from tab to tab, each one changes color and displays a drop-down list. Each list
contains other MCtime pages to which you have access.

Tenecard Scheduls | Prople Reports

PAY PERIOD CLOSE

Last Refroshed: 7:34'™M

Actions ¥ Approvals ¥

Degt Section

Worbses Comp Laave Lised

Divsian T R dhaieiat
Feaple Fratie
2wk s

Specal Myr Seftngs

Pecple Aty
D ferentals - MOGED UNREP
Mol Crodes

Tranet Py Feriod Close
Recreston HMours

SHERFT Dfforontad

Events - Bng Pay & Hrs Worked

© 2018, Kronos Incorporated or a related company. All rights reserved. 6
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Using the Tools within the Workspace

Quick links are located at the top of the workspace and allow you to access information specific to one or more
employees. For example, you can select one employee and click the Timecard quick link to access his or her timecard.
You can also select multiple employees and click the Schedule quick link to view schedules for just those employees you
selected.

KRONOS

GCENERAL ¥ MY CENIES® ~
FAYT FerRIUU U
Last Refreshed: 7:27PM L(

The Show field allows you to display a group of employees. When you log on, the default setting for the Show field is All
Home, which displays all employees who report to you. You can use the Show field to refine your selection further to
include employees in a specific group, such as only those employees who work in a particular area or on a particular shift.
There are a number of selections to choose from additional selections can be created as required by the department.

The Time Period field allows you to specify the timeframe you want to view, such as the current pay period or a timeframe
in the past. The time period you select controls what you will see on that page.

KRONOS

GENERAL ~ MY GENIES® ~ SCHEDULING ~ MY INFORMATION ~ MY LINKS ~
Timecard | Schedule | People | Reports

PAY PERIOD CLOSE

Last Refreshed: 7:27PM

Show All Home

Time Period |Previous Pay Period

Actions ¥ Approvals ¥

The Action bar contains tasks that you can perform on the page. Each menu in the Action bar is specific to the page you
are currently viewing.

PAY PERIOD CLOSE

Last Refreshed: T22TPM L%

Actions * Approvals = I

© 2018, Kronos Incorporated or a related company. All rights reserved. 7



MCtime Quick Reference Guide

1 In the workspace area, highlight the -
employees for whom you need to access KRONOS
data. Timecard | Schedule People Reports

PAY PERIOD CLOSE oo
Last Refreshed: 7:27PM Show il Home - wEw

Time Period |Previous Pay Perix ~ | R

GENERAL ¥ MY GENIES® ~ SCHEDULING ~ MY INFORMATION ~ MY LINKS ~

Actions ¥ Appravals ¥

Degpt

Employes Neme Emp D Manager Name

Division tio
DLC 85 Administration | DLC 85 1T Adminéstration-
DLC 85 Administration  DLC 85 1T Administration.
DLC 85 Administration | DLC 85 (T Adminvztration.

2 Which system component do you want to
access?

e To access timecards for the selected MY CENIES® ~
employees, click the Timecard quick
link

e To access the Schedule Editor for the
selected employees, click the Last Refreshed: 7:27PM B
Schedule quick link

e To access the People Editor for the
selected employees, click the People
quick link

e To run reports for the selected
employees, click the Reports quick link

Tip
There are various ways to select employees before using a quick link:

o Use the Ctrl key to select more than one employee not listed next to each other.

¢ Use the Shift key to select all employees listed between two employees, including the two
employees.

¢ Click and drag the mouse to select employees.

© 2018, Kronos Incorporated or a related company. All rights reserved. 8
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Scheduling Employees

Navigating the Schedule Editor

Purpose

MCtime includes the Schedule Editor where you schedule worked and non-worked hours. The Schedule Editor is
accessed by clicking the Scheduling banner tab and selecting Schedule Editor from the menu.

Using the Schedule Editor, you can:
e Add, edit, and delete shifts
e Add pay codes for worked or non-worked hours
o Review total scheduled hours for a day or a specific time period
¢ Review the total number of employees scheduled for a day or a specific time period.
e Assign employees to schedule groups

SCHEDULE EDITOR

Loaded: 11:52AM

Show | Al Home . m
Time Period |Current Schedule Pericd | refresh |

4 A TA22009-THEZ009 b B
BY EMPLOYEE BY GROUP

m Actions * Shift * Pay Code * Accrual Amount = Wiew *

Name 14 SchHrs. SunTH2 Mon TH3 Tue TH4 Wed THS Thu THE Fri TAT St
40.00 Ba - 430p 2a - 430p Sa - 430p Sa - 430p 3a - 4300 il
40.00 Sa - 430p Ga - 430p &a - 430p fia - 430p da - 430p
40.00 Ga - 430p 5a - 4300 e - 430p Ba - 430p G4 - 4300
40.00 Ba - 430p 58 - 4300 B - 430p Ba - 430p Ha - 4300 j
Scheduled Hours 407 50 o 815 8BS 8.5 5.5 BlS
Murnbeer of Emplo 12 o 10 10 10 10 10
o | )
Areas Description
Name column Lists the employee names. (Names are blurred in this image.)
Sch Hrs. column Displays the total number of scheduled hours by employee for the selected time period, with

lunch deducted if applicable.

Date cells For each day in the selected time period, displays shift start and end. A date cell can also
display pay codes to identify scheduled non-worked hours.

Scheduled Hours row Displays the total number of scheduled hours for all employees for the selected time period
and for each date displayed.

Number of Employees row Displays the total number of employees used to calculate total Scheduled Hours.

© 2018, Kronos Incorporated or a related company. All rights reserved. 9
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1 Select Scheduling > Schedule Editor.

MY GENIESE ~ TIMEKEEPING * MY INFORMA TION

Temecard Schedube | People  Heports

PAY PERIOD CLOSE

Last Rotreshed 7:340M

Show e bl £ !

2 Select All Home from the Show field s -
drop-down list to view all the employees T"'M[ L Fr,";‘:’p e
you are authorized to view. S O L show

Loaded: 7:36PM

Time Period | 77222018

Y EMPLOYEE

3 Select the specific time period from the
Time Period drop-down list.

Actions ¥ Shift ¥ Pay Code ¥ Accrual Amount ¥ View ¥

Expected
Name PP Toteds Sun T2 Mon 7123 Tue 7124 Wed 7025
Hs
800 8050 [6a - 420p |ea-4p Ba-4p

© 2018, Kronos Incorporated or a related company. All rights reserved. 10
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Using Groups to Assign Schedules to Employees

Purpose

When you assign an employee to a schedule group, you specify how long the employee will belong to the group. If there
is no defined end to the group assignment, you can indicate that the employee belongs to the group indefinitely. An
employee can belong to multiple schedule groups, but only one group can allow inheritance.

Example
You have hired a new employee and need to assign him to a schedule group.

1 Access the Schedule Editor and click
the By Group tab. SCHEDULE EDITOR
Loaded: 10:01AM
EY EMPLD"I‘E
Actions * Shift * Pay Code
Matme Tatals Department
2 Select the employee that you want to
assign to a schedule group. To select BY EMPLOYEE | EY GROUP
multlple .employees’ h0|d th,e Ctrl key and Actions * Shift * Pay Code * Accrual Amount | Groy i -
single-click each employee’s name. — et
0 Group —=
Mame Totalz Department Job Sun 542
3 Select Group > Add to Group. TEp——— oo Remove from Group —=
QIoD [ : Load Group —=»
Haker Ginoer 000 A=mbiE s zmb b ab B
4 From the Schedule Group drop-down
list, select the name of the schedule [E2]
group to which you want to assign the
employee(s). Schedule Group: | DLC 85W M-F Shift 1 hd
5 In the Start Date drop-down list, select *Start Date: 1/08/2018 2
the effective date for the schedule group ‘End Date: .
assignment. e Hates arever =
6 In the End Date drop-down |iSt, select Remove employees from other schedule inheritance groups for selected date range.
the last date the schedule group
assignment is effective. For the
assignment to be in effect with no end Tok_ | cancel_ | telp_|
date, select Forever.
7 Click OK and then click Save.

© 2018, Kronos Incorporated or a related company. All rights reserved. 11
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Note

Contact Retail or Wholesale Administration to request a new schedule group.

© 2018, Kronos Incorporated or a related company. All rights reserved.
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Adding Shifts in the Schedule Editor

Purpose

Although an employee is assigned to a schedule group, there may be a need to add a shift manually. This can be done
by typing the shift in an open cell, or by copying an existing shift and pasting it to another day for the same employee, or
another day for a different employee.

Example
You have a shortage and need to assign an added shift to an employee.

1 Access the Schedule Editor and click in -
the approprlate Ce” SCHEDULE EDITOR Show [Previously Selected Employee(s) -

Loaded: 11:26AM
Time Period [ 1/06/2013 - 1/13/20189, Range of Dates v | [Tz

BY EMPLOYEE BY GROUP
@ Actions * Shift  Pay Code ¥ Accrual Amount ™ View ¥

Expected

Name 1/ FP Totals Sun 1/06 Mon 1/07 | Tue 1/08 | Wed 1/0% | Thu 1110 | Fri1/11 Sat 112 Sun 113
Hrs

TEBAH, ANTOINE 80.0 20.00 530a-2p  530a-2p 530a-2p  530a-2p 530a- 2]0-!

2 Type the start time of the shift, a hyphen
(-) and the end time of the shiftinto the | |5/ - oons E0TOR snow  [Pevousy SccidErvlyeets) ]

Loaded: 10:55AM

cell Time Period [1/06/2018 - 1/19/2019, Range of Dates_~ | [ETATee

BY EMPLOYEE | BY GROUP
@ Actions ¥ Shift ¥ Pay Code v Accrual Amount ¥ View ™

Expected

Name 1 PP Totals. Sun 1/06 Mon 1/07 | Tue 1/08 | Wed 1/08 | Thu 1/10 Fri 1711 Sat 112 Sun 113
Hrs

TEBAH, ANTOINE 80.0 88.00| 530a-2p S530a-2p 530a-2p  530a-2p  530a-2p I S30a-2p I

3 Press the Tab key to exit the cell and
then click Save. SCHEDULE EDITOR
Loaded: 10:55AM
EY EMPLOYEE | BY GROUP
@ Il\cl:iuns * Shift * Pay Code
Note

Shifts can be typed in either 12 or 24-hour time. For example, an 8:00am to 5:00pm shift can be typed 0800
— 1700 or 8a — 5p. Regardless of how the shift is typed, when it is saved it will display in 12-hour time.

Shifts can also be added by clicking Shift > Add from the Action bar.

© 2018, Kronos Incorporated or a related company. All rights reserved. 13
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Example
You must add the same shift to several employees and need to copy an existing shift and paste it to the appropriate
employees on the correct dates.

Steps

1 Access the Schedule Editor and right-

SCHEDULE EDITOR
click on the cell with the shift to be Loaded: 11:06AM
copied. Select Copy from the menu.

Show [Previously Selected Emplayee(s) -
Time Period | 1/06/2019 - 1/19/2019, Range of Dates_ | [T oo

BY EMPLOYEE | BY GROUP

@ Actions v Shift * Pay Code ¥ Accrual Amount ¥ Group ™ View ¥

Expected
Mame PP Totals Sun 1/06 Mon 1/07 Tue 1/08 Wed 1/09 Thu 110 Fri111 Sat 112
Hrs
DLC 85W M-F Shi... 0.00| B30a - 3p  E30a-3p B30z - 3p B30a - 3p B30a - 3p
ALEXANDER, J.. 80.0 80.00 B30a-3p 630a-3p  630s-3p B30a-3p  B30a-3p dd N
ANDREWS, CO 80.0 72.00 6305 -3p  630a-3p 630a - 3p 630a-3p Edit »
BAILEY, AYOD. 80.0 72.00 B30s-3p  B30a-3p B30s - 3p £30a - 3p Insert Shift Template —
BOWER-NORRI. 80.0 72.00 B30s - 3p  B30a-3p B30z - 3p B30a - 3p ot
BRAKE, ROBER... 80.0 72.00 6305 - 3p  630a-3p 6305 - 3p 630a - 3p :@l&
Paste
Delete
Re-inherit
2 Right-click on the destination cell for the
> SCHEDULE EDITOR I — —
shift and select Paste from the menu. ot 1£:06A00 show  [Frevouely Seecisd Cnplysets) -]
R A . . Time Period |1/06/2018 - 1/19/2019, Range of Dates_» | [Tz
Continue this step on all other destination
Ce||S. BY EMPLOYEE BY GROUP

@ Actions ~ Shift ~ Pay Code ~ Accrual Amount = Group > View T

Expected
Name P Totals Sun 1/06 | Mon 1/07 Tue 1108 Wed 1/08 Thu 1110 Fri1i11 Sat1M2
Hrs
DLC 85W M-F Shi... 0.00 B30a-3p G630a-3p B30a- 3p B30a - 3p B30 - 3p

ALEXANDER, J 80.0 80.00) 6302-3p G630a-3p 630a - 3p 5304 - 3p 630a - 3p

ANDREWS, CO... 80.0 72.00 630a-3p  B30a-3p 630a - 3p B30a - 3p

BAILEY, AYOD.. 80.0 72.00 f30a-3p B30a-3p B30a-3p  B30a-3p

BOWER-NORRI 80.0 72.00 B30a-3p  G630=-3p B30a- 3p B30a - 3p

BRAKE, ROBER. 80.0 72.00 6302-3p G630a-3p 630a - 3p 5304 - 3p Add . '
Insert Shift Template —=»
Paste
Re-inhert

3 Click Save.

SCHEDULE EDITOR

Loaded: 11:06AM

EY EMPLOYEE | BY GROUP

@ ctions * Shift * Pay Code ¥

© 2018, Kronos Incorporated or a related company. All rights reserved. 14
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Note

You can also press the Ctrl and C keys simultaneously to copy a shift. Press the Ctrl and V keys to paste the
shift to the appropriate cell.

© 2018, Kronos Incorporated or a related company. All rights reserved. 15
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Editing Scheduled Shifts

Purpose

When events in employees’ lives require them to take time off and when your workload requirements vary, you will need
to change employees’ schedules. You need to keep the schedules accurate to reduce the number of exceptions that

might appear in employee timecards.

Example

An employee is leaving early, and the shift must be edited to reflect this change.

1 Access the Schedule Editor.

KRONOS

TIMEKEEPING ~ MY INFORMA TION

CENERAL ~ MY CENIESE ~ SCHEDULING

Temecard Schedube  People Reports

PAY PERIOD CLOSE

Last Refreshedt: 7:340M

Show

Time Period

2 Select the specific set of employees from
the Show drop-down list. Select the time
period from the Time Period drop-down

Show All Home
Loaded: 11:528M r

SCHEDULE EDITOR I

' | 44 4 7/12/2009-TABR009 b W

Time Period [Crrent Schaduie Period

BY EMPLOYEE | BY GROUP

T | ctions ~ shift~ Pay Code v Accrual Amount > View =

list.
Name / SchHrs. Sun7A2 n7A3 Tue7H4 Wed THS Thu 7A6 Fri7TA7 Se
40.00 8a-430p 8a- 430p 88 - 430p 8a - 430p 8a - 430p j
40.00 8a-430p 8a- 430p 8a-430p Ba - 430p 8a - 430p
4000 Ba - 430p Ba - 430p Ba-430p Ba - 430p Ga - 430p
40.00 Ba - 430p B4 - 430p B - 430p Ba - 430p Ba - 430p
Scheduled Hours 40750 0 5 s 8.5 s &S
Mumber of Emplo. 12| o 10 10 10 10 10
| | o
3 Click on the cell with the shift to be
9 SCHEDULE EDITOR - - — —
edlted Show [Previously Selected Employee(s) -] -Elit
- Loaded: 3:44PM
Time Period [1/06/2018 - 1/19/2019, Range of Dates_ = | [ Toe0
BY EMPLOYEE | BY GROUP
Actions > Shift > Pay Code ~ Accrual Amount > View >
Expected
Name 1/ | PP Totals Sun1/06 | Mon 107 | Tue1/08 | Wed 1/08 | Thu1/10 | Friti11 Sat 112
Hrs.
\ALEXANDER, JEF, 80.0 80.00 630a-3p (630a-3p  630a-3p 630a-3p |630a-3p
4 Edit shift start and/or end times and -
SCHEDULE EDITOR e i S O} —
press the Tab key. show [Freviously Selected Employee(s) ol e
Loaded: 11:17AM
Time Period |Current Schedule Period Rl Refresh. |
BY EMPLOYEE | BY GROUP
Actions v Shift * Day Code » Accrual Amount = View v
Expected
Name 1/ | PP Totals | Sun1/06 | Mon1/07 | Tue1/08 | Wed1/09 | ThuiM0 | Fritid Sat 112
Hrs.
BRAKE, ROBERT L 80.0  20.00 630a-3p 630a-3p 630a-3p 630a-3p |Ga-230p
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Click Save.

Loaded: 11:17TAM

BY EMPLOYEE

SCHEDULE EDITOR

BY GROUP

ctions * Shift * Pay Code

© 2018, Kronos Incorporated or a related company. All rights reserved.
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Deleting Shifts in the Schedule Editor

Purpose
Although an employee is assigned to a schedule group there may be a need to have a shift removed from their schedule

Example
You have asked an employee to work on another day and need to delete their shift from today’s schedule.

1 Access the Schedule Editor and right-
. . . SCHEDULE EDITOR = - - T
click on the appropriate shift. Show ~ [Previously Seiected Empioyeers) | [BZI
Loaded: 1:19PM
Time Period |Next Schedule Period Bl _Refresh.|
BY EMPLOYEE | BY GROUP
@ Actions ¥ Shift * Pay Code * Accrual Amount ¥ View ~
Expected
Name 1/ | PP | Totals | Sun1/06 | Mon 1/07 | Tue 1403 | Wed 1/09 | Thu1M0 | FritM1 | Sat1/12 Sun 1113
Hrs
/ALEXANDER, JEF... 80.0  80.00 630z-3p 630a-3p 630a-3p ESDa-Sp
2 Select Delete from the menu.
SCHEDULE EDITOR - -
Show [Previously Selected Employee(s) ~ | =T
 oaderk 19PN Time Period [Next Schedule Period Bl Refresh. |
BY EMPLOYEE | BY GROUP
@ Actions ¥ Shift* PayCode ¥ Accrual Amount ¥ View v
Expected
Name 1/ | PP | Totals | Sun1/08 | Mon 1/07 | Tue 1/08 | Wed 1408 | Thu 1/10 | Fri1/11 | Sat1A2 Sun 113
Hrs
/ALEXANDER, JEF.. 80.0  80.00 30a-3p E30a-3p 630a-3p E30a-3p 630a-
Add »
Edit »
Insert Shift Template =
Cut
Copy
Paste
Delete I
3 Click Save.
Loaded: 1:19PM
BY EMPLOYEE BY GROUP
I
@ ctions * Shift > Pay Code *

© 2018, Kronos Incorporated or a related company. All rights reserved.
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Note

You can also click the Shift > Delete from the Action bar.

Refreshing and Saving Data

Purpose

When you add and modify schedule data, the application displays your edits but does not save them automatically. You
must tell the application to save the data. Prior to saving your data, you can cancel your edits if necessary.

Visual Indicators

When you edit a schedule, the page name turns orange and an asterisk appears next to it to let you know that your edits
are not yet saved. After you save, the visual indicators no longer appear; the page name turns grey.

Canceling Edits

The application does not save your edits until you tell it to do so. Until that time, you can remove or cancel your edits
using the Refresh button. When you click Refresh, the application re-displays the most recently saved information,
overwriting any unsaved changes.

Saving Edits

When you are satisfied with your edits, you must save them. If you close the employee’s schedule before you save the
edits, they are not saved. When this occurs, a message appears asking you to save your changes.

Canceling Edits

1 Perform your edits to a schedule. Note
the visual indicators that indicate SCHEDULE EDITOR
unsaved data.

@ Actions ¥ Shift ¥ Pay Code ~

2 Click Refresh and review the schedule
information.

Timecard People | Reports

SCHEDULE EDITOR
Show
Loaded: 7:36PM

Time Period |7

@ Actions v Shift ¥ Pay Code ¥ Accrual Amount v View ¥

= %
Expected

Namie PP Totez Sun 722 Mon 723 Tue 7724 Wed 725
Hs

800 80.50 Iea,ng; |8a-4p Ba-4p

© 2018, Kronos Incorporated or a related company. All rights reserved. 19
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3 Do you want to cancel your changes?
¢ To cancel your changes, click Yes

e To keep your changes, click No “Wou will lose any changes you have made if you continue. Do you want to continue?

Lves Jno

Saving Edits
Steps
1 Perform your edits to a schedule. Note
the visual indicators that identify unsaved *SCHEDULE EDITOR
data. % Crr——

Loaded: 7:36PM

2 Click Save.

BY EMPLOYEE

@ Actions ¥ Shift ¥ Pay Code ¥

3 Review the employee’s schedule to
ensure that the visual indicators no
longer appear, thereby validating that
your information was saved.

© 2018, Kronos Incorporated or a related company. All rights reserved. 20



Reviewing Time and Attendance Data

Purpose

Workforce genies present customized views of employee information in a summarized, easy-to-read format so that you
can quickly analyze and respond to time and scheduling needs. The DLC Exceptions genie is designed to show all

timecard exceptions

You want to look for all employees with timecard exceptions in the previous pay period.

Example

Reviewing Employee Data Using a Genie

MCtime Quick Reference Guide

1 Access the DLC Exceptions genie.
MY GEMNIESE
Timecard | Schedule | People | Reports | DLC Pay Period Close
DLC PAY PERIOD CLOSE  Ioicecanion
Last Refreshed: 4:114PM
2 Select the specific time period from the Time | | =% BXCEPTIONS Cee]
Period drop-down list. [ ifrach |
3 Sort information in the genie by clicking one or
two columns. Click the column header for the BN
secondary sort first, and then click the column [ :
header for the primary sort. The last column =
header you click on is always the primary sort.
4 Review the information in the DLC

Exceptions genie.

Note

To ensure accurate time and labor data, you should review and make corrections to timecards on a daily

basis.

© 2018, Kronos Incorporated or a related company. All rights reserved.
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Accessing Employees’ Timecards

Purpose

Use genies to quickly review and monitor employees' time and attendance data. From a genie, you can open employees’
timecards so that you can make any adjustments prior to payroll processing.

Example:

In reviewing the DLC Exceptions genie, you notice that several employees have exceptions. You open
each employee’s timecard to review and adjust the data.

1 Access the DLC Exceptions genie.
MY GEMNIES®
Timecard | Schedule | People | Reports DLC Pay Period Close
QuickFind
DLC PAY PERIOD CLOSE e ercepion
Last Refreshed: 4:14PM
2 Select the specific set of employees from oo
the Show drop-down list. Select the Las asrshec: o6 B
correct time period from the Time EE— —
Period drop-down list. R e
3 Click the name of employee(s) whose
timecards you want to review. Tenccard ([Schedule | Feople | Reports
DLC EXCEPTIONS
K K K . Lazi Befreshsd T:1308 T
4 Click the Timecard quick link. Time Period |7
Actons ™ Approvals ™
Etmplony e M B T

© 2018, Kronos Incorporated or a related company. All rights reserved.
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5 If you selected more th'an one employee, TMECERD o
do one of the following: A Name & 1D 20 @ so17
. Time Period | Previous Pay Period
e Click the Next scroll button to move to — : . |—|—|| Fresiou: Evploses
Actions ¥ Punch ¥ Amount ¥ Accruals * Comment > Approvals ¥ Overtime ¥ Reports v
the neXt employee' You can use the Date Pay Code Amount In Trans... Out In Tran... Out Shift Daiby Cumulative
previous scroll button to move to a ]| [&J| sun 1208 - - -
i Mon 12/10 - 5:00AM - | 10:00AM | 10:404M - | 130PM | B0 8.0 8.0
previous employee. Tue 12411 - 5:30AM ~ | 10:00AM | 10:404M - | ZO0OPM | 8.0 8.0 16.0
e Select an employee from the Name & Wed 12112 - 6:00AM ~ | 10:00AM | 10:40AM ~ | 230PM | 8.0 8.0 24.0
. Thu 12113 - 6:30AM - | 10:00AM | 10:40AM ~ | 300PM | 8.0 8.0 32.0
ID drop-down list. Frit2ms - T:00AM - | 10:004M | 10:404M ~ | 330PM | 8.0 8.0 40.0
Sat 12115 - - - 40.0
Sun 12116 - - - 40.0
| h ] Mon 1217 - 7:304M ~ | 10:00AM | 10:404M - | 400PM | B0 8.0 48.0
6 P. ace y(_)ur CUI’S(?I‘ (_)VGI.' the exception to Tue 1218 - 4:30PM ~ | 10:00PM | 10:40PW ~ | 1:00aM | 8.0 8.0 56.0
dlsplay its deSCI’IptIOﬂ In a pop-up Wed 12/19 - 12:00PM - | 400PM | 4:40PM - |830Pm |80 8.0 64.0
m . Thu 12/20 | SD3- Shift DIff... + | 6.0 - -
essage Thu 12120 - | 4:00PM | 4:40PM - | B30PM | 10.0 | 16.0 80.0
Fri12/21 - 12:00PM - | a:00rH 4.40Pr.] - 100 [100 | 900
Sat 12022 - - 90.0
Tip

There are various ways to select employees before using a quick link:

¢ Hold the Ctrl key and click your mouse to select more than one employee not listed next to
each other.

e To select a group of employees listed together, use one of these methods:

o Click on the first employee, then hold the Shift key and click your mouse to
select the last employee. This will select all employees in-between.

o Click and drag the mouse to select multiple employees.

e Selections in the SHOW drop down list are called HyperFinds. Many HyperFinds are
automatically created for users. If additional HyperFinds are needed, request from Retail
or Wholesale Administration.
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Adding a Missed Punch

Purpose

An employee might forget to punch in or out. When this happens, a solid-red box appears in the missed In or Out cell. To
add that punch, you click the cell and type the missed time. The application accepts multiple formats for entering punches
in a timecard.

Example

An employee natified you that she forgot to enter punches on Monday of the previous pay period. The employee started
her shift at 8:00 A.M. Access the employee’s timecard and add an 8:00 A.M. in punch on the employee’s timecard for
Wednesday of the previous pay period.

1 Access the DLC Exceptions genie.

MY GENIESE

Timecard | Schedule | People | Reports | DLC Pay Period Cloze

QuickFind
DLC PAY PERIOD CLOSE  [5icercapion ]
Last Refreshed: 4:14PM
2 Select the specific set of employees from | |o-c Excepions A “m
the Show drop-down list. Select the T Porina (791212237015 Forge o1 e = | R
specific time period from the Time Actore = Approese > -
Period drop-down list. et s :J
3 Sort the Missed Punch column in e
descending order. Lest Patvashack T St i gl .. }
Tine Perioa | 7 - y_ﬁ:—_g
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4 Click the name of employee(s) who have
a check mark in the Missed Punch 2 B sn e =
column and click the Timecard quick link | [ # & v . - I —
.. F A T T -
to access their timecard(s). £ & et - I | er— I
x '_ d - i
5 Click the In or Out punch cell containing
the missed punch exception.
6 Enter the missing time using an e o —
acceptable format. B B w74 .
A T r— - |80
=S
XEm -
7 Click Save. e S - '
NMECARD
Last Ssved: 01220
@ Actons * Punch = Aoy
: Lot
K| |5l Sun TiH
X |5 | Mon T
Tip

When the page name turns orange with an asterisk next to it, the timecard contains unsaved
= data.

Note

Punch times can be entered using 12 or 24-hour time. For example, an 8:00am punch can be
entered 8a or 0800. Regardless of how the punch is entered, it will display in 12-hour time.

@ Business Practice

Supervisors must complete the “Timeclock Punch In/Out Approval” form and submit to Retail or
Wholesale Administration.
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Refreshing and Saving Data in Timecards

Purpose

When you add and modify timecard data, the application displays your edits but does not save them automatically. You
must tell the application to save the data. Prior to saving your data, you can decide to remove them if they are incorrect.

Example

You have been editing the timecard of one of your employees when you realize that you entered the wrong information.
You cancel the edits, enter the correct information, and save the timecard.

Canceling Edits

1 Perform one or more edits on a timecard.
Notice the visual indicators that signify (TmecARD) nome s [EETNEETI
Last Saved: ::44PM
unsaved data. Time Period [Currert Pay Period -]
B8 | Actions ¥ Punch ¥ Amount ™ Accruals ¥ Comment ™ Approvals = Overtime = Reports *
Date Pay Code Amount In Transfer Out In Transfer ot Shif]
%) | Mon 822 - Z01PM - [ 11:30PM - 800
Tue 523 - +| 11:30Pm - a15
Wizl 8724 - 305PM - | 11:30PM - 00
Thu 825 - 2.58PM - [ 11:30PM - 500
FriB/26 - 2.57PM - [ 11:30PM - 800
Set 8127 - - -
X Sun 828 - - -
«| |
CCRUALS REPORTING PERIOD AUDITS
Date Start Time Endd Tirme Pay
All hd Mo 722 F00PM 11:30PM
Acoount 4 Paycode Amourt | Wages LEEES ST UEEEN
02720331 2401 1532 Regular 013 5.0 TR e ST A
1021203731801 1532 Evening 3845 14,58 Thu 8725 F00PH 11:30PM
102/203/318/401 /532 Uniagproved OT | 0:15 500 JlEler2e) F00PM 11:30PM
* SatoiE
" sunsis
2 Select Actions > Refresh.
*TIMECARD

Lagt Saved: $:44PM

Actons Punch *

Fefresh

[

md Fefresh Data o
Tu| Calculate Totals "
Wi E-mail —=» r
Thl Print —=» r
Fril Print Screen —p r
=
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3 Do you want to cancel your changes?
¢ To cancel your changes, click Yes
¢ To keep your changes, click No

“ou will lose any changes you have made if you continue. Do you want to continue?

=

Saving Edits

1 Perform one or more edits on a timecard.
Notice the visual indicators that signify (TmecARD) nome s [EETNEETI
Last Saved: ::44PM
Unsaved data_ Time Period [Current Pay Period -]
B8 | Actions ¥ Punch ¥ Amount ™ Accruals ¥ Comment ™ Approvals = Overtime = Reports *
Date Pay Code Amount In Transfer Out In Transfer ot Shif]
Mon 8122 - Z01PM - [ 11:30PM - 800
Tue 823 - - 11:30PM - 815
Wizl 8724 - 305PM - | 11:30PM - 00
Thu 825 - 2.58PM - [ 11:30PM - 500
FriB/26 - 2.57PM - [ 11:30PM - 800
Set 8127 - - -
Sun G125 - - <
«| |
CCRUALS REPORTING PERIOD AUDITS
Date Start Time Endd Tirme Pay
All hd Mo 722 F00PM 11:30PM
Acoount 4 Paycode Amourt | Wages LEEES ST UEEEN
A02203/31 401 /532 Regular 15 500 Wi 824 S0Pk 11:30PM
AD2203/31 90401 1532 Evaning 3945 a14 89 Thu 8725 F00PM 11:30PM
102203319401 /532 Unapproved OT | 015 500 JlEler2e) S0Pk 11:20PM
* SatoiE
" sunsis
. T
2 Click Save. e el
NIMECARD
Last Seved: 0-20FM
% Actons * Punch = Ao
Db
X Sl Sun T
X, | Sl | Mon TOZ

3 Review the employee’s timecard to
ensure that the visual indicators no
longer appear, validating that your
information was saved.

Visual Indicator Description

Timecard title in orange with asterisk Unsaved edits

Red flag in the Totals & Schedule tab Totals are not up-to-date
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Attaching Comments to Punches

Purpose

Comments are predefined descriptive phrases that you attach to a punch or amount to provide additional, useful
information about that transaction. You can attach as many comments as needed to explain the punch or amount.

Example

You want to attach a comment to a missed punch for an employee that forgot to clock in at the start of his shift.

1 In the timecard, right-click the cell that
contains the punch to which you want to
add a comment and select Add
Comment.
2 Select one or more comments from the
list. || Add Comment
Tip: Hold the Ctrl key to select more Comments
than one comment. Adj for Hrs not Prev. Paid Due to Schedule Change =+
Adj for Hrs Previously Paid Due to Schedule Change
I DLC Approved to work from other location
3 Click OK. DLC Double shift with two lunches
DLC Employee Double punched by mistake
DLC Employee Not Enrolled
DLC Employee Waorking Off-site
DLC Forgot to Clock In ar Out =
DLC Meeting
DLC Other -notes on form
DLC Time Adjustment
DLC Time Clock Error
DLC Time Clock Offline
DLC Training
DLC Worked in different cost center -notes on form j
_orc_ | cancel | ticip |
4 Click Save. TIMECARD
Last Ssved: 01220
@ Actons = Punch = Ao
: Cute
K (Sl Sun T4
el | Mon T3
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@ Business practice
You should always attach a comment when you edit an employee’s timecard.

Note

In addition to right-clicking on a punch to add a comment, you can click on the punch and
select Punch>Add Comment from the Action bar.

Free-Form comments are not permitted. If additional comments are required, contact Retail or
Wholesale administration.
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Deleting Punches

Purpose

As arule, you should not delete punches from timecards because they represent actual times that employees started and
stopped working. However, there are some exceptions to this rule. For example, an employee might punch twice when
starting or ending a shift. When this occurs, you will want to delete the extra punch. The Audits tab provides a record of all
timecard edits, including any deleted punches.

Example
An employee accidently clocked in twice for her shift. The later of the two punches must be deleted.

1 In the timecard, click the cell that
contains the punch to be deleted.

Fay Code Amount n Transtar can
a008M v 1200
B004M ]
1AM v 11:59A

a02aM B
B02ZaM - i34

2 Press the Delete key on the keyboard.
3 Click Save.

TIMECARD
Last Seved: 0-20FM

@ Actons = Punch = Aoy

4" ]
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Viewing Accrual Balances in Timecards

Purpose

Before you enter non-worked time, confirm that the employee has accrued enough hours. The Accruals Reporting Period
tab displays the employee’s current and projected accrued times.

Example

An employee would like to take a comp day on September 4th. Before entering the time off, check the employee’s Comp
Leave balance on the Accruals tab.

TOTALS & sn«mjz ] Arlls SIGN-OFFS, REQUESTS & ADPROVALS | COMMENTS

Accrual Balsnos on Bawrce Projactsd Proiected Propcted Propcted Banoe winod
Code nocted Date Thecug etes Cresite Syance Profacted Creots

Column | Description

Accruals Code The code that identifies and holds the type of accrual balance, such as Annual or Sick
Balance on Selected This field is not used by Montgomery County.

Date

Units The unit that is associated with an accrual code, measured in days, hours or money
Balance Projected This field is not used by Montgomery County.

Through

Projected Debits This field is not used by Montgomery County.

Projected Credits This field is not used by Montgomery County.

Projected Balance This field is not used by Montgomery County.

Balance without This field is not used by Montgomery County.

Projected Credits
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Adding Pay Code Amounts to Timecards

Purpose

Pay codes keep track of the type of worked and non-worked time that is entered in the timecard. It is important that hours

are tracked to the correct pay code so that the employee is paid correctly. There are times when you might have to edit an
employee’s timecard and use a pay code to track his or her worked or non-worked time; for example, when the employee

calls in sick.

Acceptable formats for Entering Pay Code Amounts

Acceptable Format Example Interpretation by MCtime
Leading zeros (optional) 07 7:00 hours

08:30 8:30 hours
Colon 7:30 7:30 hours

Note: If you enter an amount without a colon, MCtime interprets
your entry as is, which may be a much larger amount than you
meant. For example, if you enter 730 (without the colon), MCtime
interprets that as 730 hours.

Decimal 8.5 8:30 hours

Full Schedule Day/ This field is not used by Montgomery County.
Half Schedule Day

Example

An employee is on Annual Leave on Tuesday of the previous pay period. Her timecard was not updated to reflect this and
MCtime flags her with an unexcused absence. Edit the employee’s timecard for the previous pay period to reflect the
Annual Leave time.

1 From the employee’s timecard, identify
the day with the unexcused absence.
Does the day already have punches?

Mon 7408

3

fru= 740 | -
oo 7M1 Acmn Leave - Bareavement o
Acmin Leave - Blood Donsty
Admin Lesave. 8).» Marrow
Ackoin Lesvs - Coty Facity « T
Sak 74 Acin Leave - Court Appes
Adwn Leave - FOP Busines
Adwn Leave - v"‘ﬂ'l‘fb‘
Adimn Lesve - b-ll'f Busres

‘

e If no, on the row of the date where you
want to enter the pay code amount,
select the pay code from the Pay
Code drop-down list

e If yes, on the row of the date where
you want to enter pay code amount,
click the Insert Row icon.

Sun 71 E

PR Er
5‘ =

\THE

2 ¢ I ¢ I I e D e e I

L
5

On the new row, select the pay code
from the Pay Code drop-down list.
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2 Click the Amount cell next to the pay

code you selected. Enter the number of &) (Gl Mon 7.0
hours using an acceptable format. K| ol e 740 | Aevaniiionve “ N
3 (B | e TH .
i el Tha TH? -
g Click Save. " 2
TIMECARD

Last Seved: I220FM

@ Actions = Punch = Amou

Ot

Note

You cannot add a pay code to a row that contains punches; you must add a separate row for
the pay code transaction.
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Paying Employees for Meals

Purpose

Work rules define basic time and labor conditions, such as how breaks and meal deductions occur during shifts. For
example, a work rule might stipulate that an employee must work a minimum number of hours before a meal deduction is
applied automatically to his or her time. This automatic deduction is reflected in the shift hours total. There may be times
when an employee works through his or her meal, so you will need to cancel the automatic meal deduction to add the
time worked to their timecard.

Example

An employee worked through her lunch. Cancel the automatic meal deduction.

1 From a genie, select one or more Tenecard | Jichesdule | Prople | Reports
employees who_se tlmecerds you want to DLC EXCEPTIONS
edit, and then click the Timecard quick HE e Show
link. i Paciod |7
Actons * Approvals =
Emtapiony e Ml Emgp 1
2 Click the Out punch cell on the date you
want to cancel the deduction. t
» a5 ]
* & 35M
3 Right-click on the punch and select Edit » |d4eem y
Punch from the short cut menu. < S
- . |
-  d.000N
4 Select the _85R DLC 30 Deduct After 6
hrs (for Retail) or [£] Edit Punch
_85W DLC 30 Deduct After 6 hrs (for oat SO
Warehouse) deduction from the Cancel €
Deduction drop-down list. Time (hzmm)  |4.46PH
Rounded Time 12/27/2015 4:46PM GMT-05:00
. Time Zone (GMT -05:00) Eastern Time (USA; Canada)
5 Click OK.
Override Out Punch -
Cancel Deduction =None= -
[<nanc= =
_85R DLC 30 Deduct After 6 hrs s |
Exception _85W DLC 30 Deduct After & hrs ]
—
Comments
o] cancet s
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6 Click Save. el . 2
T \.1[ _:_..'E.

Last Saved: I-20FM

@ Actons = Punch = Aoy

[ )

Caution

If you select a meal deduction other than _85R / _85W DLC 30 Deduct After 6 hrs, the
deduction will not be canceled.

You can restore a meal deduction cancellation by performing the same steps and selecting
<None> from the Cancel Deduction drop-down list.

®
@ Tip
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Transferring Hours for Entire Shifts

Purpose

Each employee is assigned a primary cost center. During the normal workday, all worked and non-worked hours are
charged to this assigned cost center. Occasionally, you may need to transfer the employee to another cost center. You
need to record the transfer in the application so that the worked hours are charged to the right cost center. You can record
this transfer in the timecard, or the employee can record the transfer at the timeclock, but only at the time of the transfer.
Employees CANNOT transfer time in the timeclock before or after it takes place, only at the time of transfer.

Example

On Monday of the previous pay period, an employee worked in cost center 85470-500, which is not her primary labor
account assignment. Access the employee’s timecard for the previous pay period and transfer her worked time for
Monday of the previous pay period to the new cost center.

1 Access the DLC Exceptions or another genie.
| cenenns - | ITTET | e
Timecard | Schedule | People | Reports DLC Pay Period Close
QuickFind
DLC PAY PERIOD CLOSE
Last Refreshed: 4:14PM
2 Select the specific set of employees from the Show drop-down list. il o) ]
Select the specific time period from the Time Period drop-down list. e
3 Select the employee and click the Timecard quick link. e A e
DLC EXCEPTIONS
Last Rfrestt: 7:33P5 e
Actons ¥ Approvals ¥
Evpboyer Mo Enp O
4 Click the drop-down arrow in the Transfer cell between the In and Out
punch cells for the date you want to record the transfer. -
[Fsaam 4
[roeam |I " i} -
5 Does the labor account or work rule appear in the Transfer list? o —
o If yes, select the labor account or work rule and continue to step 8 S00eM 12
o If no, select Search and continue to the next step
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6 Click a Cost Center radio button

and select the cost center from s = : e
the Available Entries list. = e

skttt |:¢ Cont t,.'..m..m.y....lnmsm i i Sy i Wi e i i

I ©0 85470500 Linuor-Wine Spacial Onder Warshouse Ogerations-Lint I I Roason Code

e
) Batt-Unit
1} ]
i
=
—
o=

7 Click OK.

8 Click Save. . -
TIMECARD

Last Seved: I220FM

% Actions = Punch = Amoy
[ ]

=l | Sun T
e

Mon Tz

A
x

@ Business Practice

Supervisors and employees can perform transfers for Cost Center-Fund or Project-Task;
Expenditure Org or Reason Code.
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Transferring Hours for Parts of Shifts

Purpose

Each employee is assigned a primary labor account and default work rule. During the normal workday, all worked and
non-worked hours are charged to this assigned labor account. Occasionally, you may need to transfer the employee to
another labor account or work rule for a portion of his or her shift. You need to record the transfer in the application so that
the right labor account is charged, and the right work rule is applied. You or the employee can record the transfer at a

terminal or directly in the schedule or timecard.

Example

On Tuesday of the previous pay period, an employee worked her normal cost center, which is her primary labor account
assignment, from 7:00 A.M. to 10:00 A.M. She then worked in a different cost center from 10:00 A.M. to 3:30 P.M. Access
the employee’s timecard for the previous pay period and transfer her worked hours for Tuesday of the previous pay period

from 10:00 A.M. to 3:30 P.M. to a different cost center.

1 Access the DLC Exceptions or another

genie.
MY GENIES®E
Timecard | Schedule | People | Reports | DLC Pay Period Cloze
QuickFind
DLC PAY PERIOD CLOSE  [Sreecammon ]
Last Refreshed: 4114PM
2 Select the specific set of employees from DLC EXCEPTIONS T
the Show drop-down list. Select the |
specific time period from the Time it i =
Period drop-down list. : : e
3 Select the employee and click the Temccard | [Echedule | Frople | Reports
Timecard quick link. DLC EXCEPTIONS
Lazl Relraahil 7130 e
Tinme Period | 7
Actions * Approvals =
Etipboryie: Mo Emg I
38
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1 1 TIMECARD N &ID |[MOORE, CARROLL | |4306
4 Click the second In punch cell (First Last Saved: 1220PM ame k1D NOORE, CA ==
Time Period
empty In punch cell) for the date you
[EST9 | Actions * Punch * Amount~ Accruals ¥ Comment™ Approvals ¥ Overtime ¥ Reports ™
want to record the transfer. Date | PayCode | Amount | Transfer out n Transfer out shift | Daiy | Cumulative
Sun 1/06 - - -
on 1/07 - T:00AM « | 10:00AM 10:00AM HCC 85440-500 ~ | 3:30PM 8.0 8.0 8.0
Tue 1108 - 7:004M - - 8.0 8.0 160
Wed 1109 - T:00AH ~ [ 10:00aM | TO00AW | CC 85440-5000 ~ | 3:30PM | 8.0 8.0 240
Thu 1/10 - 7:004M ~ | 10:00am | 10:00am | e Bs4s0S00m | 330PM | 8.0 8.0 320
1M1 > 7:00AH ~ | 10:00am | 10:00am | wcc 854405000 ~ | 3:30PM | 8.0 8.0 400
5 Enter the time the transfer began. TETAED
Name & ID MOORE, CARROLL 4306
Last Calculated: 12:27PM ‘
Time Period [Next Pay Period -
. . BT | Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Comment * Approvals ¥ Overtime ¥ Reports ™
6 ClICk the drop-down arrOW In the Date Pay Code | Amount in Transfer Out In Transfer Out Shift Daily. Cumulative
Transfer cell next to the transfer In Sun 1108 M - M
Mon 1/07 - 7:00AM v | 10:0081 | 10:00AM | #CC B5440-500/ v | 3:30PM | 8.0 80 80
punCh- Tue 1108 - 7.00AM - | 10:004M v| a0 20 16.0
Wed 1109 - 7:00AM v | 10:0081 | 10:00AM | /CC B5440-5000 v | 3:30PM | 8.0 80 240
Thu 1110 - 7.00AM v | 1000AM | 10:00AM | CC 85440-500M/ v | 330PM | 8.0 8.0 320
- 7:00AM v | 10:0081 | 10:00AM | #CC B5440-500 v | 3:30PM | 8.0 80 400
7 Does the cost center appear in the RECARD S
Transfer list? Last Saved: 232PM ame
Time Period [Previous Pay Period -
e If yes, select the cost center and free® e Lo SenrrtS s L o Gamia G
Continue to Step 10 Date Pay Code Amount In Transfer Out In Transfer Out Shift Daily Cumulative|
([&)| sun1me - - -~
. Mon 1407 - T:00AM w | 10:004M | 10:00AM JICC 85440-500/  w | 3:30PM 30 30 80
* If no, select Search and continue to . < toooa | totoan s s0 so o
Wed 1/09 - 7:004M v | 10:00AM | 10:00AM  |#CC B5317-500H 3:30PM | 8.0 80 240
the neXt Step Thu 1/10 - 7:00AM ¥ | 10:00AM | 10:00AM CEBER L BT 3:30PM 80 80 320
3 A " |4ce 85480-5004/GENS0L 3
5| Fri1m - 7:00AM - | 10:008M | 10:00AM  |irGENsozr 330PM | 80 8.0 40.0
satinz - - HCC 85317-50011 00
Ki—
sun 113 - > 4.0
Mon 1114 - - Search | s 00
8 To transfer hours to another labor
account, click the Cost Center radio e x oo = [ s |

button and select the appropriate cost
center from the Available Entries list.

Warehauss Operatons-Liquor - Opersting
araling
perasons-Li

I ©C 85470-500.Li

wharshou: Onalilmns-LmlI (=
) Manager
) Batt Uik

Work ke
Mo .

Sebsctad Transtuc

1CC 8547050040

| i e e

ot dne Soacisl Oraer Warehous s Oparations L ot - parating

Click OK.

10

Click Save.

TIMECARD

Last Saved: I-20FM

Actons = Punch = Aoy
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pesA

Business practice

Supervisors and employees can perform transfers for Cost Center-Fund or Project-Task;
Expenditure Org or Reason Code.
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Viewing the Audit Trail

Purpose

To view changes made to an employee’s timecard and approvals made by managers. The tab also lists punches made
from time stamping. You can view all data sources or a specific data source, such as edits to a timecard. Within a
timecard, you can view all edits or a specific type of edit, such as punch edits.

Example

You want to review the audit trail to see which punches were from a terminal and which punches you needed to manual
add.

TIMECARD .
JEEETH | Actions * Punch~ Ameunt = Accrushs * Comment = Approvals = Reparts *
, Pay Cose e " = ,, = o " nieive
i Sn7n z soon < vz = < aoim 2
: souan ppessin iy =
& 00700 soaw - s 125wm - soom 285
x % oo - 1230w - ” s
& acow - soun v on oo
e asaTo o000 - r2omm 12300 - w0 ®0 @i
- 120 123w .
- a00am © v 1200 124000 - AZ0PM &80 80 7218
acoan - 120 259 «|asoru 5
TGRS SEHEOULE m...{‘ ’ G GF P, GRS & AFPROVALS | CORNENTS
Type of Bt A1 Ar
r~ e Puy Coc preepe W ke Crmrie g
=

© 2018, Kronos Incorporated or a related company. All rights reserved. 41



MCtime Quick Reference Guide

Column Description

Date/Time The effective date and time of the edit

Type The kind of edit that was performed

Account The account to which the edit is attributed, if different from the primary account
Pay Code/Amount The pay code and number of hours to which the edit is assigned, if applicable
Work Rule The work rule used with the edit, if different from the employee’s primary work rule
Override The type of entry that this edit is replacing or canceling, if applicable

Comment The comment attached to the edit

Edit Date/Time The date and time the edit was made

User The user name of the person who made the edit

Data Source The component of the application from which the edit was made

1 Click the Audits tab.

TOTALS & SCREBULE .D OFFS, REQUERTS & APPRDVALS | CONMENTS
2 Select a type of edit or select All to T s Seurces R A1

display all types of edits from Type - . T — At Pay Coc e
of Edit drop-down list. s

oh

ch
¥
h
b
»
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Finalizing Timecards

Reviewing Time Data Using the DLC Pay Period Close Genie

Purpose

The DLC Pay Period Close Genie helps you identify timecard discrepancies at the end of a pay period so that you can
perform final edits. You must correct all exceptions before time data is signed off by Payroll and timecards are locked.
Otherwise, employees may not get paid correctly for that pay period.

The main areas of the DLC Pay Period Close Genie

DLC PAY PERIOD CLOSE

Last Refreshed: 5:01PM

Actions ¥ Approvals ¥

Dept Section -

Division Subsection
DLC 85 Retail Operations | DLC 85 Fallsgrove-
DLC 85 Retail Operations | DLC 85 Fallsgrove-

- | ==
M| Reiresh_|

Show |7;—'-\IIHcme

Time Period |Pre-.-icue Pay Period

Total
Hours
toward
Schedule
20.0

20.0

Total
Reg
Hours
80.0
80.0

Total
Leave

Total
oT
Hours.

Expected
Hrs per
Pay Period
80.0
80.0

RT FT Missed Employee Manager

Employee Name 1/ | EmpID Manager Name

Seas PT Hours Punch Approval Approval

R-N F
R-N F

BRAUN, CHRISTIAN E
FERMANDEZ, MATTHEW J

4944
2850

Fernandez, Matthews
Hil, Renee

Column Description

Dept Division

The Department and Division for the selected employee

Section Subsection

The Section and Subsection for the selected employee

Employee Name

Name of the employee on the selected row

Emp ID

Selected employee’s ID number

Manager Name

Name of the manager for the selected employee

RT Seas

Identifies the employee as Regular, Temporary, Seasonal or Non-Seasonal

FTPT

Noting the selected employee as full time (F) or part time (P)

Total Reg Hours

The total number of regular hours for the selected employee for the chosen time period

Total Leave Hours

The total number of leave hours for the selected employee for the chosen time period

Total Hours Toward
Schedule

Total number of hours based in the schedule

Expected Hrs per Pay
Period

The total number of hours an employee is expected to account for within the pay period

Total OT Hours

The total number of excess hours (OT) for the selected employee for the chosen time period

Missed Punch

A check mark is displayed here if an infout punch is expected but not entered

Employee Approval

A check mark is displayed here once an employee approves the timecard

Manager Approval

A number 1 appears once a manager approves the timecard, a 2 appears if a second manager approves,
and so on
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Approving Timecards

Purpose

After you finish editing your employees' timecards, you need to approve them to indicate to payroll that they are ready for
processing.

Example

You have reviewed an employee’s time data and performed all necessary corrections. You approve the employee’s time
for the previous pay period from her timecard.

1 Access a genie, such as the Timecard
Approvals or Pay Period Close genie.

2 Select the specific set of employees from Tmecard | Schedule | People | Keports
the Show drop-down list. Select the TIMECARD APPROVALS
specific time period from the Time Period Last Refroshed: 3:200M -
g Time Period s P ¥ ¥ !
drop-down list. Previsas PayPad T
P B kil
et Pey Perio
PN DA Previous Schaduls Period 0
Bvplyee Noms Dty Currert Schadue Period bidon
1 Schaduba Period
1 19¢ Operehons.
oday
S50 Yesterday 3 tation
ks Vi 1o Date Operstions
VWhale 2 kel Yy rdd Viine Viarer|
vainsap] DE7R2018, Speciic Dete AT
> VGSSI 80712018 - 80712018, Renge of Dates i
L ¥ BE \Nbykec e Treraivene T T RE Pee Varsty ive Nowralines
3 Select the employee(s) and click the TIMECARD Name &1
. . . Loaded: 2:46PM
Timecard qu|ck link. Time Period [Previous Pay Period al
=TT | Actions ¥ Punch > Amount~ Accruals ¥ Comment ¥ [Approvals | Overtime = Reports ¥
Date Pay Code | Amount In Transfer outj Approve I er Out Shift Daily | Cumulative|
® Sun 12108 - - Remove Approval -
4 Select Approvals > Approve. Mon 12/10 - 004N - | 12:000 Approve Overtime = | + | 430 | 80 80 80
@ Tue 1211 - 8:00AM w | 12:00PM | 12:40PM v | 430PM | B0 80 16.0
@ Wed 12112 - B:00AM w | 12:00PM | 12:40PM v | 430PM B0 80 240
Thu 1213 - E.00AM w | 12:00PM | 12:40PM v | 430PM B0 8.0 320
@ Fri12M4 - B:00AM w | 12:00PM | 12:40PM v | 430PM B0 80 400
x Sat 1215 - - - 400
Sun 12016 - - - 400
X&) Mon 1217 - B.00AM v | 12:00PM | 12:40PM - 430P0 | B0 8.0 480
@ Tue 1218 - B:00AM w | 12:00PM | 12:40PM v | 430PM B0 80 56.0
X Wed 1219 - E.00AM w | 12:00PM | 12:40PM v | 430PM B0 8.0 64.0
Thu 12120 - B:00AM v | 12:00PM | 12:40PM ~|430P0 |80 80 720
Fri12/21 - 8:00AM w | 12:00PM | 12:40PM v | 430PM | B0 80 80.0
(]| ®]| sat12r22 hd - hd 80.0
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5 Do you want to check the approval status | rmecars
on the timecard or a genie? Loaded: 2:55PM flame &10 |
Time Period | Previous Pay Period -
* To check the approval status on a ST | Actions - Punch~ Amount = Accrasls~ Gommest~ Approvals ~ Overtime ~ Reports -
timecard, click the Sign-OffS & Date Pay Code | Amount in Transfer out in Transfer Out
Approvals tab and review the etz coonn oo
Approval by Manager information Th 12113 s:00AN +00P10
Fri12114 8:00AM 4:00PM

e To check the approval on a genie,
access the Timecard Approvals genie,

TOTALS & SCHEDULE | ACCRUALS | AUDITS | SIGN-OFFS, REQUESTS & APPROVALS

click Refresh, and review the Action Taken | Select an action -
Man a_gers WhO Approved Timecard Action Taken Effective Date | Start Time | Amount | Reason | Comment |  Note. User Date 7 Time.

| d the A d by M Timecard Approval by Empioyee | 12/22/2018 DEVORJ 12192018 | 501PI
column an € pprove y an ager Timecard Approval by Manager | 12/22/2018 SuperUser | 120202018 | S.41PM
column Sign-off 1272272018 BLACKH 12272018__| 7:28PM

PPROVALS

Tip
You can remove your approval by following the same steps and selecting Remove Approval
= from the Approvals menu.

Business practice

Employees should review, edit and approve their timecard no later than the last day worked in
the pay period.

Managers should review, edit and approve employee timecards no later than noon on Tuesday
following the close of a pay period.
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Removing Your Timecard Approvals

Purpose

After you approve one or more employees’ timecards, they are no longer editable. If the need arises and you have the
appropriate permissions, you can remove your approval. After you remove your approval, you can make the necessary
timecard edits and then re-approve the timecards.

Example

You have been informed that an employee forgot to enter four hours of sick time for Wednesday of the previous pay
period. You have already approved the employee’s timecard. You need to remove your approval, add four hours of sick
time for that Wednesday, and then re-approve the timecard for that day.

1 Access a genie, such as the Timecard
Approvals or Pay Period Close genie.
2 Select the specific set of employees from | [imecart schesuse  peopte  weports
the Show drop-down list. Select the TIMECARD APPROVALS o -
I . R i Show ok
specific time period from the Time I Rekee 23 S m—
Tine Perioa Ve
Period drop-down list. Prevas PayPamd 1.
Acbons ¥ Approvals ¥ : “m =
i " T Py er:
N DY Previous Schadule Period 0
Evcioyue Nana L] Current Scheds Period keson
Nt Schadubs Period
Today
W Vesterday
3 Select the employee(s) and click the TINECARD
i i A Name & 1D  |MOORE, CARROLL A. | [4306
Timecard quick link. Approved: 3:30PM
Time Period | Previous Pay Period |
=T  Actions ¥ Punch ™ Amount ¥ Accruals ¥ Comment *[Approvals | Overtime ¥ Reports ™
Date Pay Code | Amount In Transfer Out Shift Daily | Cumulative
4 Select Approvals > Remove Approval- Won 1210 2:00AM 12:00pn | 1Z§EEmove Aporoval 8.0 5.0 2.0
Tue 12411 :00AM 12:00PM | 12] Approve Overtime —» 8.0 8.0 16.0
Wed 12112 B:00AM 40 40 200
Thu 1213 8:00AM 1Z:00PH | 12:40PH 430PN | 8.0 8.0 260
Fri12i14 8:00AM 1Z.00PH | 12:40PM 430P | 8.0 8.0 36.0
Sat 12115 ®0
Sun 12/18 36.0
Mon 12M7 B8:00AM 12:00PM | 12:40PN 4:30PM 30 80 440
Tue 12118 2:00AM 12:00PM | 12:40PM 430PM |20 8.0 520
Wed 12118 :00AM 1Z:00PH | 12:40PH 430PN | 8.0 8.0 60.0
Thu 12/20 2:00AM 12.00PM | 12:40PM 430PM |80 80 880
Frit2i21 8:00AM 1Z:00PH | 12:40PH 430PN | 8.0 8.0 76.0
TOTALS & SCHEDULE | ACCRUALS  AUDITS | SIGN-OFFS, REQUESTS & APPROVALS
Action Taken | Select an action -
Action Taken Effective Date | Start Time | Amount | Reason | Comment | MNote User Date Time
Timecard Approval by Employee | 12/22/2018 MOORECA | 12/28/2018 | 3:29PM
Timecard Approval by Manager | 12/22/2018 RANMJIKO1 12/28/2018 | 3:30PM
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Steps

5 To confirm on a timecard that the TIMECARD
approval is removed, click the Sign-offs Approval Removed: 3:4PM Name&ID  |MOORE, CARROLL A. | [4306
& ApproValS tab Time Period [Previous Pay Period -

BEET™  Actions * Punch > Amount > Accruals ¥ Comment ¥ Approvals ¥ Overtime ¥ Reports ¥

Date | Pay Code | Amount In_ | Transfer| Out in_|Transfer| Out Shit | Daiy | Cumulative
[F3] Won 1210 - B:00AM ~ | 12:00PM | 12:40PM - | 430PM |20 8.0 8.0
@ Tue 12111 - 8:00AM w | 12:00PM | 12:40PM w | 4:30PM 80 80 160
= Wed 1212 - B:00AM - 40 40 200
@ Thu 1213 - 8:00AM w | 12:00PM | 12:40PM w | 4:30PM 80 80 280
3] Fri1zi14 - B:00AN ~ | 12:00PM | 12:40PM - | 430PM | B.O 8.0 36.0
X Sat 12115 - - - 38.0
X sun 12/16 -~ - - 36.0
3] Won 12H7 - B:00AM ~ | 12:00PM | 12:40PM - | 430PM | B0 8.0 440
3] Tue 12118 - B:00AM ~ | 12:00PM | 12:40PM - | 430Pm | B0 8.0 52.0
[E3)] Wed 1219 - B:00AM ~ | 12:00PM | 12:40PM - | 430PM |20 8.0 50.0
3] Thu 12120 - B:00AM ~ | 12:00PM | 12:40PM - | 430Pm | B0 8.0 68.0
3] Fri12i21 - B:00AM ~ | 12:00PM | 12:40PM - | 430PM |20 8.0 76.0

TOTALS & SCHEDULE | ACCRUALS | AUDITS | SIGN-OFFS, REQUESTS & APPROVALS

Action Taken | Select an action -
Action Taken |Effective Date | Start Time | Amount | Reason | Comment | Note | User | Date | Time
Timecard Approval by Employse | 12/22/2018 MODRECA | 12/28/2018 | 3.20PM
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Using the InTouch Terminal

Verifying Enroliment at the InTouch Terminal

Purpose

The DLC Biometric Status Genie helps you to identify employees that have been enrolled at the InTouch terminal and that
can record time biometrically.

The main areas of the DLC Biometric Status Genie

DLC BIOMETRIC STATUS .
Showw l_;Hr-‘c’r,E v
Last Refreshed: 5:37PM = —
Time Period ICWE”’ Pay Period |
Actions ¥ Punch ¥ Amount ¥ Accruals v Schedule ¥ Approvals ¥ Person ¥
o Socton Biometric Emplo...1 / Name Badge Number pETnay e 2% Manager
DLC 85 Retail Operations DLC 85 Walnut Hill- v 8 DLC22TC - White Oak (850022)
DLC 85 Retail Operations DLC 85 Goshen Crossing- v 8 DLC22TC - White Oak (850022)
DLC 85 Retail Operations DLC 85 Hampden Lane- J/} 8 DLC18TC - Olney (850018)
DLC 85 Retail Operations DLC 85 Seneca Meadows- v 8 DLC18TC - Olney (850018)
DLC 85 Retail Operations DLC 85 Kingsview- v 7 DLC18TC - Olney (850018)
DLC 85 Retail Operations DLC 85 Burtonsville- v T DLC11TC - Walnut Hill (850011)

Column Description

Dept Division The Department and Division for the selected employee

Section Subsection The Section and Subsection for the selected employee

Biometric Employee A checkmark indicates number of employees who must be enrolled against the number of
employees who are enrolled by the Primary Finger Enrollment Location field.

Name Name of employee

Badge Number Employee badge number

Primary Finger Enrollment Location Terminal used to enroll employee

Manager Name of manager

The following HyperFind queries can be used to locate employees and confirm enrollment

Column Description

DLC TimeClock Retail Employee Displays Retail employees enrolled at a terminal only.

DLC TimeClock Warehouse Emp Displays Warehouse employees enrolled at a terminal only.

DLC TimeClock All Employees Contains all Retail and Warehouse employees enrolled at a terminal.

DLC TimeClock Management Contains only employees that will interact with the terminal (management use only).
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Re-punch Restriction Interval

Purpose

Once an employee has entered a punch at the InTouch terminal, the terminal will not accept another punch from the same
employee for specific period of time (30 minutes for Retail employees and 40 minutes for Warehouse employees). If a
manager has approved an early return from a meal break, the manager will need to record the return punch for the
employee manually in MCtime. As a best practice, the manager should update MCtime the same business day. The
employee will be unable to punch back in from meal break at the InTouch terminal.

Example

An employee attempts to punch in prior to the standard meal break allotment.

Overview

An employee attempts to return from a
meal break early (Before 30 minutes for
Retail employees and before 40 minutes
for Warehouse employees).

The terminal will display the Rejected
Punch screen shown on the right.

Rejected: Punch

Punch rejected [NGT 04-1 (105))

You are attempting 1o punch too soon after your previous punch,
Wait until the repunch interval passes, and then punch again.

Name: SMITH, KENRICK A
Wed Oct-24-18, 2:14 PM

The Re-Punch restriction will appear for e A punch (in or out) followed by any other punch within 30 minutes of the first punch
Retail employees when the following time.

SILENERE SEOU e Atransfer punch is followed by a second transfer punch within 30 minutes of the first

transfer punch time.
e Any punch is followed by a transfer punch within 30 minutes of the first punch time.

The Re-Punch restriction will appear for e A punch (in or out) followed by any other punch within 40 minutes of the first punch
Warehouse employees when the time.

following situations occur. e Atransfer punch is followed by a second transfer punch within 40 minutes of the first

transfer punch time.
e Any punch is followed by a transfer punch within 40 minutes of the first punch time.
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Tip
If you are a Retail employee and receive a Re-Punch restriction at the terminal, wait 30
=

minutes and attempt your punch again, or contact your manager to have a punch entered for
you.

If you are a Warehouse employee and receive a Re-Punch restriction at he terminal, wait 40

minutes and attempt your punch again, or contact your manager to have the punch entered for
you.

Re-Punch Restrictions the Timecard

Retail Example

Timecards for Retail employees must have at least 30 minutes between punches for any type of punch. The following
example shows a timecard with 30 minutes between the out punch for a meal at 12:00 pm and the in punch returning from

the meal at 12:30 pm. If the employee attempts to return before 12:30 pm, they will receive a Re-Punch restriction at the
InTouch terminal and the punch will not be recorded.

1%
P = %
P Primary Account(s)
¥ 91181201 6-forever
TIMECARD Hame & ID DLC 85-1990/DLC 85-1892-£///89
Time Period [Provioss Pa Poriod - DLC 85 Retail Operations/DLC 85Buronsvillelf-++
Last Saved: 9:49AM e Fenod | Frevious Pay Penod Moore, Daniel-
E Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Comment ¥ Approvals ¥ Overtime ¥ Reports ¥
Date . n Transfer Out In Transfer Out Shift Daiy Cumulative

G| & - - -
X & - - -
(%) (&) | mon 1001 - 8:.00AM - | 12:00PM 12:30PM JICC 85331-50041 - | "4:30PM 80 80 80

At least 30 minutes of time must pass between each recorded punch, as shown here.
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Pzt

Business practice

If the employee is required to return from their meal break before 30 minutes, their manager

must record the punch for the employee in MCtime.

Supervisors must also complete the “Timeclock Punch In/Out Approval” form and submit to

Retail or Wholesale Administration.

Warehouse Example

Timecards for Warehouse employees must have at least 40 minutes between punches for any type of punch. The
following example shows a timecard with 40 minutes between the out punch for a meal at 12:00 pm and the in punch
returning from the meal at 12:40 pm. If the employee attempts to return before 12:40 pm, they will receive a Re-Punch
restriction at the InTouch terminal and the punch will not be recorded.

+

L JICC 55430-500411

[Primary Account(s):

9/1812016-forever

DLC 85-6680/DLC 85-1907-/~--/5707)-
DLC 85 Wholesale Operations

IUEE 85 Stock EIQUDF and Wine Warehouse Gperahons-i-i-i-Jl

Transfer Out
-
-

> | 12:00PM

RS
7’
»
TIMECARD Hame & ID 5182
| ast Saved: 10:05AM Time Period |Previous Pay Period - ]
E Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Comment ¥ Approvals ¥ Overtime ¥ Reports ¥
Date | b In Transfer Out In
(X]| (&) | sat 829 - -
X)|([®]| sun 9/30 - -
(X]| (&) | Mon 101 - S:004M v | 9:004M 9:004M
(X)| & | mon 101 v | | 12:40Pm v | 4:30PM

80

use Operations-Liquor - Operating/if

Shift Daily Curmulative

8.0 80

At least 40 minutes of time must pass between each recorded punch, as shown here.

Pt

Business practice

If the employee is required to return from their meal break before 40 minutes, their manager

must record the punch for the employee in MCtime.

Supervisors must also complete the “Timeclock Punch In/Out Approval” form and submit to

Retail or Wholesale Administration.
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